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Overview

Welcome to the Citizen Access Portall

¢KS / AlG@ 2 Mevelopyhent Séniics Depaldriieit pleased to offer our customers
a higher level of customer service using online access to our servidesyta day and 7 days
a week.Citizen Accesis a webbased program displaying re@ne information stored in the

I AGe 2F { Iy | efiiSerficeR@artniet defabadd JY

Citizen Accessnables our customers to research and applyrémords,pay fees and obtain
other planning and development information through a single website. It is truly sstmope
AAGS FT2NJ I ff 2 FThR difid sOpwitsi cinc@rdditngent yo 818 ustabners in
providing transparency in the delivery of our services.

Following is a list of some of the services that Citizen Access offers to our customers:

Submit and update Information
Pay Fee®nline

Requsest Insgections

Track Status of Applications
Print Final Records

Escrow Accounts

Garage Sale Permits

Upload documentation

<K<K KKK KL

User Guide

This guide is meant to hetpur customersisethe Citizen Accesportal look up property
information and active applications and generate garage sale permits. Customers may also
createtheir own personal accourtb create escrow accounts and create applications

Click the following link toaesghis guideonline:
http://www.sanantonio.gov/DSD/BuildSA/Training

If you have questions or need help accessirggBuildSACitizen Accesportal, please calthe
Development Services DepartmebustomerCallCenterat 210-207-1111 The BuildSA
Customer Call Center is availableRyi7:45am to 4:30prar by emailto the Customer Call
Center.
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http://www.sanantonio.gov/DSD/BuildSA/Training
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1 While using your computer ensure that yallow Popups from This SitéAllowing pop
ups ensures that vital forms display for your ulsgernet Explorer is the preferred
browser.

1 Accept General Disclaimer(s) when they display.

Non -Registered Users

Look -up Property Information without Creating an Account
Three different locationgoptions)are available on the Citizen Access portal to search for
Property Information without creating an Account.

All viewersof the sitehave access teiew Property and Record/Applicationinformation
K S KS Ntreatedad &cebBntViewersmaysearch by address, parcel, owner or

record/application records.

The links to access this information are locatedawmeral loations on theGeneral Greeting and
Information page

The First Option -Global Search

Welcome to the City of San Antonio

% CITIZEN ACCESS
IIF~ for SAN ANTONIO
—
Announcements Register for an Account Login
v
—_—
m Land Development  Building Licensing Fire
Advanced Search +
Welcome to the City of San Antonio Customer Portal fogin

User Name or E-mail:
We are pleased to offer our customers access to online services, 24 hours a | |

day. 7 days a week.
. . . . ) . Password:
At the City of San Antonio, we are fulfilling our commitment to deliver online —
services that are more efficient, convenient, and interactive. To use all the | |
services we provide, you must register and create a user account. You can
also view information, get questions answered, and have limited services as an m
anonymous user. We trust this higher level of online services makes doing
business with the City of San Antonio easier, faster and more accessible.

D Remember me on this computer

What would you like to do today?

To get started, select one of the services listed below: =il

1. Typeaddress, street name, project name, contact name or record type in Global Search
field (shown).
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2. Clickmagnifying glass. BuildSA returns all matches found

The Second Option -Advanced Search Tab

1. From theGeneral Greeting and Informatigrage,hover over the wordsAdvanced Search
(#1shown) A dropdown menu appears with two options: Lookup Property Information

and Search Records/Applications (shown).
2. Clickeither Lookup Property Information or Search Records/Applications.

@ CITIZEN ACCESS

Welcome to the City of San Antonio

- for SAN ANTONIO
1 Anncuncements Register for an Account  Login
v
m Land Development Licensing  Fire
Adwvanced Search =
Lookup Property Information
Login
Search Records/Applications ¢ Land Development o User Name or E-mail
day, 7 days a waek, Busiizeg \:l
Profile Password:

At the City of San Antonio, we are fulfilli =

services that are more efficient, conveni iments \:l

services we provide, you must register 3

also view information, get qUeSHONS aN! | jeancing Login »

anonymous user. We trust this higher le

business with the City of San Antonio e Fire

‘What would you like to do today?

General Information

T get started, select one of the services listed below:

Land Development

Lookup Property Information
Cladm your Record

Building

Search Applications

Profile

Saarch Applications

Amendments

Saarch Applications

Licensing

Search Applications

Fire

Search Applications

Useful Links

St st

Search Applications

o

Contact Us

[ remember me on this Compuber
I've FOrgotean my passwornd

Mew Users: Register for an ACoount
i order to recelve the best USEr experience

bmwsersemgsmnur ACA .‘-Eﬂ.'."u::l.:
page.
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The Third Option -General Information

b2g5s> € S0 Qthirdlogatoh (optidh)whiefe &istomers mayccess information
1. From the Home pag@avigateto the General Informatiorsection (shown)
2. dickthe Lookup Property Informatiohyperlink ¢2 shown).

6 CITIZEN ACCESS

Welcome to the City of San Antonio

1i” %r SAN ANTONIO

Announcements Register for an Account Login

-

m Land Development  Building Licensing Fire

Advanced Search +

Welcome to the City of San Antonio Customer Portal (=
User Name or E-mail:

We are pleased to offer our customers access to online services, 24 hours a ‘7|
day, 7 days a week.

. . ; . Password:
At the City of San Antonio, we are fulfilling our commitment to deliver online
services that are more efficient, convenient, and interactive. To use all the ‘ |
services we provide, you must register and create a user account. You can
also view information, get questions answered, and have limited services as an
anonymous user. We trust this higher level of online services makes doing
business with the City of San Antonio easier, faster and more accessible.
What would you like to do today? W) G o o (e
To get started, select one of the services listed below:

I've forgotten my

New Users: Register fc

n Account

In order to receive the best user experience

General Information Land Development we recommend you utilize Internet
Explorer 11. preferably. For additional

Lookup Property Information Search Applications browser settings visit our ACA Settings

Claim your Record page.

Building Profile

Search Applications Search Applications

Amendments Licensing

Search Applications Search Applications

Fire

Search Applications

) (L)

Boe® et St
Useful Links User Guide Contact Us

3. The Look Up Property Information page displays (shokogk upproperty information by
Address, Parcel Information or Owner (#1 shown bel@wnpletefields.
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Welcome to the City of San Antonio

@ CITIZEN ACCESS

for SAN ANTONIO

Register for an Account  Login

v

m Land Development

Advanced Search »

Look Up Property Information
Look up property information by:

« Address

« Parcel Information

+ Owner

Enter information below to perform a search. Use the drop-down list below (to the right) to select the search type.

Look Up by Address

Look Up by Address Look Up by Parcel Information
Look Up by Owner

Street Number: Street Name: () Street Type:

From - To --Select-- ¥

Unit/Suite: Zip:

2] o

4. ClickLook Up (# 2 shown abov@uildSA will return all matches

X NOTE: If the exact addressnot known, a range may be entered, for example:

Enter information below to perform a search. Use the drop-down list below (to the right) to select the search type.

Look Up by Address Look Up by Address v
Street Number: Street Name: \_) Street Type:

100 - 300 Pecan --Select-- ¥
Unit/Suite: Zip:

Land Development Record Search
b2g5> £ S E€hing ®rAdand Defrelopment records.

1. From the Home talnmavigateto the Land Development area (shown).
2. dickonthe Search Applicatiortsyperlink(# 2shown)
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Welcome to the City of San Antonio

ﬁ CITIZEN ACCESS

for SAN ANTONIO

Announcements Register for an Account Login

-

m Land Development  Building Licensing Fire

Advanced Search v

Welcome to the City of San Antonio Customer Portal Login

User Name or E-mail:
We are pleased to offer our customers access to online services, 24 hours a ‘7|
day, 7 days a week.
At the City of San Antonio, we are fulfilling our commitment to deliver online Eassword:
services that are more efficient, convenient, and interactive. To use all the
services we provide, you must register and create a user account. You can
also view information, get questions answered, and have limited services as an m
anonymous user. We trust this higher level of online services makes doing
business with the City of San Antonio easier, faster and more accessible.

D Remember me on this computer

What would you like to do today?
To get started, select one of the services listed below:

In order to receive the best user experience

General Information Land Development we recommend you utilize Internet
1 Explorer 11, preferably. For additional
Lookup Praperty Information Search Applications browser settings visit our ACA Settings
Claim your Record o page.
Building Profile
Search Applications Search Applications
Amendments Licensing
Search Applications Search Applications
Fire

Search Applications

%) (L)

et et Bt
Useful Links user Gulge Ccontact Us

3. Typeinformation known (example: application number, record type, address, parcel,
contact, etc.)Search by Application Number, Application Type, Address, ParCeintact
4. ClickSearch (#2 shownRuildSA returns all matches.
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CITIZEN ACCESS
for SAN ANTONIO

% Welcome to the City of San Antonio

Announcements Register for an Account Reporis (3) ¥ Login

v
Create an Escrow Account | Amend Escrow Accountis)

Home RELLEeSTEGLL i Building Licensing  Fire

Search Applications

Search for Records
Search records by any of the following:

= General Search (Application, Address, and Parcel options)
« Address
« Contact

Enter information below to search for records. Use the drop-down list below (o the right) to select the search type. o

General Search
Seneralereh
Search by Contact

[] search All Records
Application Number: Application Type Start Date: (1) End Date: @

--Select-- v 12/07/1569 11/25/2019

Street No.: Street Name: (Z)  Street Type: Unit/Suite: (7)

{

From - Te --Select-- v

City Parcel Number: Project Name:

When amatchis notfound, Citizen Accesdisplays the messag#down You have the option to
search for the property bginother option listed on the dropglown menu.

Motice:
@ Your search returned no results. Please modify your search criteria and try again.

&

%+ The arrow symbol pictured below is the symbol that Citizen Access uses to indicate a Drop-

down menu. A drop-down menu is a list of items that appear when clicking on the button.

v
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x  NOTE: The Owner Name information musttgped exactlyasit is on theBexar County
record

Look Up Property Information
Look up property information by:
= Address
= Parcal Information =
« Owner ‘Help: X

(Must be entered exactly as on the record)
Emter information below to perform a ses ht) to select the search type.

Look Up by Owner Lesk Up by Cwner -

Owner Name: K

x  NOTE: Blue Text identifies hyperlinks. Clicking on a hyperlink displays another page or
more details andinformation about the Record

100+ results found matching lookup criteria
Click any of the results below to view more details.
Showing 1-10 of 1004 | Download resuts

MHame Address Action
514 BLUFFWOOD DR SAN ANTONIZ, TX, LS

SMALL PATRICIA W 78216-7917 Retrieve Parcel & Address Info
COROMA GUADALUPE R & 15 PASED VERDE SAN ANTONIO, TX, US T8207- . . "
PATRICIA N HERNANDEZ tO52 Retrieus Parcel & Address Info

442 WESTMINSTER AVE SAN ANTONIO, TX, Us
7B228-5420

FRAUSTD PATRICIA M ﬂgEMDNT&NAEI'EAN ANTONIO, TX, LIS 78203- Retrieve Parcel & Address Info

FEMMELL PATRICIA L Retrieve Parcel & Address Info

710 INDIANA ST SAN ANTOMIO, TX, US 78210-

CAVAZOS PATRICIA M 1937 Retrieve Parcel & Address Info
LOPEZ JUAN CARLOS & 1525 W LAUREL SAN ANTONIO, TX, US 7B201- .

. . Retrieve Parcel & Address Info
PATRICIA &£219
B e e 320 UTAH 5T SAN ANTOMIO, TX, TB210-2056 Retrieve Parcel & Address Info
CLAUDIA PATRICIA

—— A 222 ROLLING GREEM DR SAN ANTOMIO, TX, US - 5 "

WINGATE PATRICIA 783362450 Retrieve Parcel & Address Info

_ 4827 SIERRA MADRE DR SAN ANTONIO, TX, US ) ) )
FORBRICH PATRICIA R 78233-6351 Retrieve Parcel & Address Info
MCCRACKEN PATRICIA H 1124 N PINE ST SAN ANTONIO. TX. US 78202~ Retrieve Parcel & Address Info

< Prev 1 2 3 4 5 L 7 ] g 10 -— Haxt >

x Note: If numbers display at the bottom of the page, they indicate additional pages of
owner listings. Click on the Next tab to navigate from one page of results to another. Click
on the Previous tab to return to a page. You may also click on a certairepagnber.
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Search by Parcel

Customers may also search for progyeinformation by parcel number, if known.

1.

Clickon Look Up by Parcel Informatiémom the drop down menu. The fields for tiasty
Parcel Numbeand County Property IDisplay(shown)
Typethe City Parcel Numbemd theCounty PropertyD fieldswith any information you

have.

Clickthe Look Ugblue button to search for the property. Clicking on tBiearblue button
clears information you have typed.

m Land Development

Advanced Search

Look Up Property Information
Look up property information by

« Address

« Parcel Information

« Owner

Enter information below to perform a search. Use the drop-down list below (to the right) to select the search type

Look Up by Parcel Information Look Up by Parcel Information™

City Parcel Number: County Property ID: o
s

x| @

‘Fﬂ

Citizen Accesturns all matbes and any associated parcels (shown).

If a page displayscroll bars orits sideor bottom, smply click on the arrows to move the
page from side to side or up and down, dependingwhich side of youscreen the scroll
bar(s) appear.

Creat e a User Account

Welcome to Citizen Accessno waiting linesor time restraints!

Creating a user account allows customers to submit their requests to Development Services
Department as well as make paymemwtsview payment historyrom the convenience of their
homesor office. Citizen Accesgrovidescustomerswith a higher level of servicavailable
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24/7, makingdoing business with the City of San Antonicoavenient andiserfriendly
experience

X NOTE: If you have difficulty eving the system, please make sure thifie internet
browser you are usings compatible with the system. Compatible internet browsers
include:

1 Microsoft Internet Explorer 10 and 11

Firefox 32

Safari 6 in Mac OS x 10.8

Opera 24, and

Google Chrome 37

== =4 = =2

Step 1 of the Account Registration process

To create a user account

1. Openweb browserandnavigateto Citizen Access
2. TheCustomer Portgbage displays (shown). This page contains resources to help users
navigateCitizen Access.

Welcome to the City of San Antonio

@ CITIZEN ACCESS
%r SAN ANTONIO 1
—
Announcements Register for an Account  Login
-
m Land Development  Building Licensing Fire
Advanced Search v
Welcome to the City of San Antonio Customer Portal Login

User Name or E-mail:
We are pleased to offer our customers access to online services, 24 hours a “7‘
day, 7 days a week.
_ Password:
At the City of San Antonio, we are fulfilling our commitment to deliver online
services that are more efficient, convenient, and interactive. To use all the ‘ ‘
services we provide, you must register and create a user account. You can
also view get and have limited services as an
anonymous user. We trust this higher level of online services makes doing
business with the City of San Antonio easier, faster and more accessible.

What would you like to do today?
To get started, select one of the services listed below:

General Information Land Development

Lookup Property Information Search Applications
Claim your Record

Building Profile

Search Applications Search Applications
Amendments Licensing
Search Applications Search Applications
Fire

Search Applications

3. Clickon either location (#1 or #2 screenshot shown).
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https://aca.sanantonio.gov/CitizenAccess/Default.aspx

4. TheAccount Registratiorpage displays (shown).
1 Reviewthe terms listed on thé°rivacy Policy and Disclain{shown).Termsmust
be accepedto continue(#1 shown)
1 Clickon the boxto the left of| have read and accepted above ter2 shown).
1 ClickContinue Registratio#3 shown).

Welcome to the City of San Antonio

(ﬁ) CITIZEN ACCESS

for SAN ANTONIO

Announcements Register for an Account Login

™

m Land Development  Building Licensing Fire

Advanced Search =

Account Registration
You will be asked to provide the following information to open an account:
« Choose a user name and password

« Personal and Contact Information

Please review and accept the terms below to proceed.

Privacy Policy and Disclaimer A
All City of San Antonio web sites, including but not limited to the o

Development Services Department Customer Portal,
www.sanantonio.gov, www.ci.sat.teu

www.sanantenio.gov/GIS,

www.visitsanantonio.com, mysapl.org and saplsat.lib.tx.us are provided as
a public service. PLEASE NOTE that users of these web sites are responsible
for checking the accuracy, completeness, currency and/or suitability of all

v

[¥] 1 have read and accepted the above terms.

Continue Registration » e

X NOTE: Fields are the empty boxes or spabes displayon a page. Type required
information in these boxes or spaceRequired fields are identified by a red asterisk( A
Required Field means that specific informationust be typed or selectetefore the user
may proceed.

Step 2 of the Account  Registration Process

After acceptance othe disclaimerterms, the User Login Informatiorpage displays (shown).
The security question is used for identification if you forget your login. The email address on
this page is used for Password Recovery.

1. Requred fields are identifiable with a red asterigR.(All the fields on this page arequired
fields.Completeall fields.
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2. TheContact Informationsection of the page must be completed before continuing
(shown).
3. Clickthe Add Newbutton (shown).

a. Enter your Contact informatianif creating the account as dndividual. The
Contact, unless chosen otherwise, becomes the Applicant when creating new
applications.

b. If aeating the account as asrganization type the Contact information based on
your2 NHI yAT F A2y Q& o0dzaAyS&aa NBIdANBYSydad

Contact Information

Choose how to hll in your contact information

—

Continue Registration »

4. Citizen Accesdisplays &elect Contact Typdialog box (shown)Clickon the dropdown
menu arrow.Clickto select Individual or Organization (account).

Select Contact Type ®
* Type: --Select—- ¥
Individual
| Organizalio |

5. ClickContinue.Note: Clickingiscard Changedears the dialog box

6. TheContact Information pagdisplays (shownCompleteall required fieldg#1 shown)

7. ClickAddContact Addresg#2 shown).
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Contact Information x

*Business Name: 2
Puppy Shap Complete all fields.
Next, click Add Contact
*Primary Phone: Secondary Phone: Address.
210-207-0000 - -
*E-mail:

reesaspuppycupsi@gmail.com

¥ Contact Addresses 9
Add Contact Address

To edita click the link.

Showing 0-0 of 0
Address Type Address Recipient Status Ac

No records found.

L4 >
Continue Clear Discard Changes v

X IMPORTANT: A Mailing and a Physical addrassrequired even if the addresses are
both the same At this time, enter the addresses one at a time.

Contact Address Information x

~
Mailing Address is required for all Contact Types
* Address Type: 0 *Country/Region:
Mailing v United States -
* Address Line 1:
1301 5 Alamo
Address Line 2:

Use address line 2
and 3 for apartment
number, unit number,

Address Line 3: suite number, etc.

*City: *State: 0 *ZIP Code:

e @ m
Save and Close Save and Add Another m Discard Changes
5]

8. Clickthe Address Type dregown menu (#1 shownXlickto select Mailing.
9. Completeall fields(#2, 3, 4 and 5 shown)
10.ClickSave and Add Anothé#6 shown)
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Contact Address Information
Mailing Address is required for all Contact Types

*Country/Region:
- United States

*Address Type:
Physical

*Address Line 1:

1301 S Alama

Address Line 2:

Address Line 3:

*City: *State: *ZIP Code:

San Antonio

Save and Close Save and Add Another Discard Changes

11.The Contact Address Information pagjeplays once more. From the drgfwn menu.clickto

select Physical (shown).

12.Completeall fields.
13.ClickSave and Close. INB Sy OKS O]
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14. ClickContinue. You will see the following message if you do not have any other registered accounts
using the email address for the account just created. If the message displays fatigh@ontinue.
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